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Paper trail index page
Keep every document in order for the meeting.

DO THIS

1. Number every document as you add it.

2. Write date, type and one-line summary.

3. Keep a paper copy and a phone photo of each.

4. Bring the index on top of the stack to every meeting.

5. Point to the number instead of shuffling papers.

SAY THIS

“That is item 7 in my file, dated March 12.”

1  STOP
Hands still. Feet still.

2  BREATHE
In through the nose, out slow.

3  SAY WHAT I NEED
Use your words, not your body.

PRACTICE IT ON A CALM DAY
I DO: I show you. I say the 3 steps out loud.
WE DO: We do the 3 steps together, slow.
YOU DO: You try the 3 steps on your own.
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